
INSTRUCTIONS: See Publicatih No. 76-DM-! for instructions on completing this form. Forward signed origiial to 
Department of Archives and Histoty, Records Management Division, 330 Capitol Avenue, Atlanta, Geordia, 30334, 

FOR AGENCY USE 

Vmlication Date 

Attention: Scheduling Section. 

1. Agency Address ' 
DeDartrnent of Natural Resources 

Nov.3, 197'3 I OAS - Cash Manak:ernent' 
270 Washington, S t r e e t ,  S. W. 
At lanta ,  Georzia 

I - - - - ~ - -  ~ 

-__-.I -__- - - - 
?. Person to Contact Working Title 

L a r r y  Trav i s  Sen io r  Accountant 

k 
/ 

FOR RECORDS MANAGEMENT USE . ~ -  
Application Number 

70-3 25 
9 1978 1015 6 1978 

Date Heceived Date Completed 

._ 
Telephone Number 

555-4355 

a. &I EstaDlisn Retention Schedule: r cord will continue to accumulate. 
b. 0 Dispose of present accumulatio ;no further accumulation anticipated .- 

CheckOne: 0 Change; 0 Supercede: 0 Void 
4 
-~ 

1. Dates of Series 
Iarl iest Latest 

5. Records Series Title (followed by title used in office; if different) 

P@KS INVENTORY PILES 
..I- 
5. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

Iffice of Administrative Services: 
provides centralized administrative services for the Department 
in the areas of accounting, personnel, and general services 
which includes budgeting, purchasing, property control.records 
management, and general office services. 

:ash Management:All S t a t e  Parks '  revenue i s  rece ived  and processed 
by t h i s  o f f i c e .  The P r o f i t  and Loss Report  i s  
compiled from t h e s e  Inven to ry  Files. -. 

7. Record Series Description 

Documents relating to: 

This file contains the followiog documents (include form numbers and titles, if any): 
Attach samples of the file. 

Q u a r t e r l y  Inventory  taken by each Park on it-' L /- 

purchased by the park for resale in concessions, park stores, etc. 
" 'Physical Inventory  $beets .(Form 8-A) , I 1  containing park name 
and number, date inventory taken, item description, number of units, 
and other related information. 

Included are: 

File is arranged: Alphabe t i ca l ly  by Park 
,. 

- 
B. Monthly Reference Rate How often are records referred to which are: 

One to six months old 3 0 F 4  
twenty-five months and older 

. Seven to twelve months old -p&; Thirteen to twenty-four months old -2; I !  
9. k r i T i a l  Rate of Accumul t ionof Records 

? .- 1 
-r- 1 - * .  '~ I_ 

, . . .  . .  
I, . Shelves ; Other (spqify] 

. .  
. ; Legal-size drawers - .  . ... -.. . ~ . ~  . . . . . 

Letter-size drawers f 
. .  L ~ - .  

-, ~~ . .. (Over) . 



YES 

X 

- z 
9- 

.--a 

* h .- 
-- --I_ -...-- 1---- - - +- 

9 

.7 

NO 10. Questionnaire ( h c e  an "X" in the proper column) 
a. Is this the official copy of the series? 

If not. where is it? 
b. Boes the series contain confidential information requiring security handling? If yes, cite law or regulation. ,i 

Y I 
c. Is this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the fi le make it necessary to keep the entire file for a long period, could these 

docu mentrbe sc heduled Seoa ratelv? 
-fJ$ t he i n f o r m m n t a  - .= ined in th i s  series ever oub lished? tfyes.  a m c h  cgov. 

I f  V& aim h CODV. 
g. Ts the (nformation contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication of th is  series in your office, or In another office or agency? 
I f m - e r e  

? 
? 

'Tki thiLgries :dra p m d  
I a U k u e m r d x r i t i t u a m o m x m i t m u t  
11. Retention Requirements The following requires the series to be kept: 

years. 
b. Statute of limitation years. e. Administrative need .years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

2 years. d. Audit period a. State Law it 

. .- . , 

.. ,. . .  L? -- , .  " ' . ' . -3 5 ?'.' . I .  ; _ . I _  3 ' , J ' 

12 Anorwed Disposition Instructions This agency recommends f i f i  
j j  

Calendar Year: Year; 0 Other then, 
- - .  I I ,:, '..il' -1 ,- -; ' .z i - . ._ .L , . ... ; ~2 :> . 

. ' .. .~ Hold in the curren . ., . month(s)'- .. . .  year(s);then I .., . _I 

.. I -  r .~ . . . year(s):then I . . ~ -  :,., . ' . .I . .  0 Transfer to local holding area,'hold 

XI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

Transfer to State Records Center; hold ' 1 year (5) ; then 

These instructions apply to al l  prior and future accumulations of the series. 

State Records &minee (Signature) Date 
Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach lettw 
D f  explanation.) 

R-50-71; R w .  76  


